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1 Overview

1.1 Introduction

The Federal TRIO Programs office, within the Office of Postsecondary Education (OPE)
at the United States Department of Education (ED), has designed the VUB Online
Annual Performance Report (APR) site so that grantees can prepare and submit the APR
data.

1.2 Features of the Site

Features of the VUB site include:

e  An online user guide and online help;

e A Web form for completing Section I online;

e A feature that allows you to upload an electronic file with the individual
participant records (Section II);

e A “print” button to produce a hard copy of the information entered;

e A “submit” button to send the entire report to the Department; and

e  An e-mail confirmation that the report has been submitted (if you provide
an e-mail address in Section I).

2 Accessing the Site

The main page of the UB/UBMS/VUB site is shown below. You must register on the
site to obtain a user id and password. An overview of the registration process follows.

Note: Even if you registered last year, you must register again in order to access the
2014-2015 APR Website.

For initial access, click Register Here Each Year.
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UB/UBMS/VUB Online
Program Year 2014-2015

Federal TRIO Programs

Register Here 3 |mportant Dates

AFRs forVeteran Upward Bound are due February 26, 2016

* Begin Completing your Annual Performance Report (APR):

Login to access your APR: |_“1
This Weh site contains the forms and instructions needed to prepare and submit

User ID: or-ling the annual performance report for UBAYUBIUBMS for prograrm year 2014-
14, Do not rely on the Weh application alone to prepare your APR. Farticularly
since the program and its regulations changed in significant ways due to the

Password: Hinher Education Oppaortunity Act, the 2012-17 grant cycle's APR has heen

substantially revised from the previous cycle's report. Rwill be in grantees' hest
interest to familiarize themselves thnrnughl\; wyith the new APR and |ts General
Instructions, available at hitps Seaee? 2o goy i

o Grantees must register far a userid and passwurd eachyear. Register by
clicking on the "He Here Each Year™ link.

o Az part aofinitial reglstratmn ol mist select and answer two security
questions. You will be reguired to provide responses to these questions
should you need to use the Fargot Passward link to receive a new,
termporary password. In most cases, you will not have to call the Help Desk
in the event of a fargotten passwaord.

s Onceyou have this year's userid and password, [0gin to hegin completing
yaur APR.

Far UB-UBMS pragram:
OMB Approval Mo 1840-0831
Expiration Date: 1203172016

Far LB prograrm:
OMB Approval Mo 1840-0832
Expiration Date: 003172017

2.1 Register Here Each Year

To register each year, enter your PR Number, your project director’s email address, first
and last name. If the information matches the VUB programs’ system of records, the
system will email your user id and password to the project director; otherwise, it will
email your program specialist to verify your information.

Note: You should receive a response within 24 hours. Please wait at least 24 hours
before contacting the help desk about registration verification issues.
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@ UB/UBMS/VUB Online

Federal TRIO Pragrams

Contact Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Web Site User Guide | YUB APR Web Site Us

User Registration
To receive your userid and password:

Please complete the required information and submit the form below. Upon verification, your login
information will be e-mailed to the Project Director at the e-mail address we have on file. Further
login instructions will be provided in the e-mail.

During the registration process, you must select and answer two security guestions. You will be
reguired to provide responses to these guestions when using the Forgot Password link to receive a
new, temporary password.

If you do not have the project information or we are unable to verify it:

An e-mail will be sent to your Prograrn Specialist for assistance in verifying your project
infarmation. You should receive a response within 24 hours. Please wait 24 hours before
contacting the help desk about registration verification issues.

PR Mumber®:
Director's E-mail™
Director's First Name™
Director's Last Mame®

Security Guestions™

-- Select ane - b
Answer:
-- Select ane - b

Angwer:

[ Subrmit H Resat ][ Cancel l

*Required fields

Contact Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Web Site User Guide | VUB APR Web Site Us

2.1.1 Registration Failed:

If the system is unable to verify the information you entered, it will display the
Registration Failed page, shown below. This page describes the secondary verification
process.
e If you think you made a mistake on the registration page, click the
“Go back to registration form” button to try again.
e If you are a new project director, you must enter the information
requested on the lower half of the page.

Once the program specialist has verified your information, the help desk will contact you
within 24 hours using the email address that you provide on this page. Please allow
24 hours for verification and response.
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@ UB/UBMS/VUB Online

Federal TRIQ Pragrams
Contact Help Desk | UB/UBMS Instructions | YUB Instructions | UB/UBMS APR Web Site User Guide | VUB APR Web Site Us:

The Director's e-rail address provided does not match the records in the system.
Registration Failed

The information you entered on the project director does not match the information on file. The
information on file may not reflect recent changes in the project director and/or e-mail address. An
e-mail will be sent to your program specialist requesting verification of the information you
submitted.

Unan verification from your program specialist, the Help Desk will contact you using the e-mail
address you provide below. Please allow 24 hours for verfication and a response.

You may contact the TRIO Help Desk for further assistance but keep in mind that we can not
disclose usemarme and passwords over the phone or without further verification from your Program
Specialist

Please enter the following contact information and then click on "Submit” button to process the
verification request with your Program Specialist.

OR
If you want to go back and try again, click the "Go back to registration form" button.

Director's First Mame™
Directar's Last Name™

Are you a new directar?™ (O yeg GINo

Do you have a new e-mail - O yveg G
address?™

Provide your current e-mail
address™

Director's Phone Nurmber: ke 7. 9959959959

ext.

[ Submit ] [ Go back to registration form

*Required fields

Contact Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Weh Site User Guide | VUB APR Web Site Us:

2.1.2 Registration Successful:

If the system successfully verifies your information, it will email your login information
to your project director and redisplay the main page with the message shown below.
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Federal TRIO Programs

Register Here

Register Here
Each Year

Login to access your APR: [_“1
Your userid and password have
heen e-mailed to the program

director's e-mail account we have
anfile.

User _|D:

Password:

Forgot Password?

Far LB-LIBMS program:
OMB Approval Mo, 1840-0831
Expiration Date: 1273172016

FarYIUB pragrarm:
OMB Approval Mo, 1840-0832
Expiration Date; 0573172017

UB/UBMS/VUB Online

Program Year 2014-2015

2 |mportant Dates

AFPRs for Veteran Upward Bound are due February 26, 2016

2 Begin Completing your Annual Performance Report (APR):

Thig Weh site containg the forms and instructions needed to prepare and submit
on-line the annual performance report for UBAVUBIUBMS for program year 201 4-
14. Do not rely on the Weh application alone to prepare your APR. Farticularly
since the program and its regulations changed in significant ways due to the
Higher Education Oppartunity Act, the 2012-17 grant cycle's APR has heen
substantially revised from the previous cycle's report. Bwill be in grantees' hest
interest to familiarize themsel\res thoroughly with the new APR and its General
Instructions, available at hitps Mo ed govprocrs

# Grantees must register for a userid and password each vear. Register by
clicking an the "Register Here Each Year" link,

& As part of initial registration, vou must select and answer two security
guestions. You will he required to pravide responses to these guestions
should you need to use the Forgot Passwoard link to receive a new,
temparary password. In most cases, you will nat have to call the Help Desk
inthe event of a forgotten password.

o Onceyou have this year's userid and password, [ogin to begin completing
yaur APR.

2.2 Login as a Registered User

Log in to the system with your new user id and password. After your initial login, the
system will prompt you to change your temporary password. Your new password must
include at least one upper case letter, one lower case letter, one number, and one special

character.
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@ UB/UBMS/VUB Online

Federal TRIO Programs

Contact Help Desk | UBUBMS Instructions | VUB Instructions | UB/JUBMS APR. Weh Site User Guide | VUB APR Web Site U

First Time Login

“ou are required to change your password the firsttime you log into the system. The password must be
atleast eight characters, and include combinations of the following:

atleast one English uppercase character (A-Z)

atleast one English lowercase character (a-2)

atleast one numher (0-9)

atleast one non-alphanumeric special character (e | @ #, 5, &, %,/ +,2

The email address provided helow will be used to verify your identity in the "Forgot Password" feature of
the wehsite.

PRNO Mumber PO47W120010
Temporary Password*

Mew Password *
Confirm Pasgword*
E-mail Address®
First Mame*

Last Mame*

[ Subrnit H Reset ” Cancel ]

*Required fields

Contact Help Desk | UBUBMS Instructions | VUB Instructions | UBJUBMS APR Weh Site User Guide | VUB APR Web Site |

@ UB/UBMS/VUB Online

Federal TRIO Programs

Contact Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Webh Site User Guide | VUB APR Web Site Use

Password was successfully changed.

Warning

You are about to access a United States government computer network intended for
authorized users only and should have no expectation of privacy in your use of this
network. Use of this network titut t to itoring, retrieval, and disclosure of

any information stored within the network for any purpose including criminal pr ti
The information system that you use may be monitored, recorded and subject to audit. Use
of this information system indicates consent to monitoring, recording and appropriate
privacy and security notices (based on associated privacy and security policies or
summaries). Unauthorized use is prohibited and subject to criminal and civil penalties.
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2.3 Forgot Password

If you forget your password after you have logged in and changed it, click on the Forgot
Password link on the Main Page. Enter and submit the requested information and also
answer the security questions to receive a new, temporary password.

 UB/UBMS/VUB Online

Federal TRIO Programs

Contact Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Web Site User Guide | VUB APR Web Site Use
Forgot Password

Mote: If this is the first time you entered the UBA/UB/AJBMS website for the current APR cycle and
you do not know your password, please go to the Registration page

If you have registered this year, please enter the following information. If all the information provided
matches with our records, your password will be reset and a new temporary password will be
emailed to you shartly. If you need further aSS|stance in obtaining your password, please contact
the TRIO Help Desk by e-mail at generaltrioichmiveb. com or call (F03) 846-5248.

PR Murmber®
E-mail Address®

First Name™

Last Mame™

[ Submit ] [ Reset ] [ Go to login screen

“Required fislds.
Contact Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Weh Site User Guide | VUB APR Web Site Use

@ UB/UBMS/VUB Online

Federal TRIO Programs

Contact Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Web Site User Guide | VUB APR Web Site Use
Forgot Password

Mote: If this is the first time you entered the UBAUB/UBMS website for the current APR cycle and
you do nat know your password, please go to the Registration page.

If you have registered this year, please enter the following information. If all the infarmation provided
matches with our records, your password will be reset and a new ternporary password will be
erailed to you shortly. If you need funher aSS|stance in obtaining your password, please contact
the TRIO Help Desk by e-mail at « chrniweb. com or call (703) 546-5248

FR Number  |P0474/090002
E-mail Address™ [teq1@MSUBILLINGS.EDU

First Marme®: tast]
Last Mame™ test?

Security Questions™

Answer:

Answer:

[ Submit ] [ Reset ] [ Go to login screen

*Required fields

Contact Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Weh Site User Guide | VUB APR Web Site Use

S
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2.4 Successful Login

A warning message regarding authorized use and privacy will display after you log in
successfully. Click “Ok” to continue.

UB/UBMS/VUB Online

Fedesal TRIO Programs

Contact Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Web Site User Guide | VUB APR Web Site Ust

Warning
You are about to access a United States government I ki led for
authorized users only and should have no expectation of privacy in your use of this
network. Use of this network i to itoring, retrieval, and disclosure of

any information stored within the network for any purpose including criminal prosecution.
The information system that you use may be monitored, recorded and subject to audit. Use
of this infori i st indi to itoring, recording and appropriate
privacy and security notices (based on associated privacy and security policies or
summaries). Unauthorized use is prohibited and subject to criminal and civil penalties.

ke Cancel

Contact Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Web Site User Guide | VUB APR Web Site Ust

Confirm that the correct PR number and institution are displayed by clicking “Continue”.

If the information is incorrect, please click “Cancel” and report the problem to the help
desk.

UB/UBMS/VUB Online

Federal TRIO Programs

Contact Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Web Site User Guide | VUB APR Web Site Us:
PR Number Confirmation

Please verify the information displayed below.

If this is NOT your institution's information, click the Cancel button and enter the correct PR
MNumber.

If this 1S your institution's information, click the Continue button

Institution/Carnpus PR Mumber: PO47V120134
Marne of Institution/Carmpus: ASPIRA, Inc. of Puerto Rico
PR

Continue Cancel

Contact Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Web Site User Guide | VUB APR Web Site Us:
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3 Navigating the Site

The APR has three sections. After initial login, the system displays the Section I page.
To navigate between sections, click on the individual tabs at the top of the page, Section
I, Section II, and Review and Submit. The current tab is highlighted in light blue.

The PR /Award Number and institution name are displayed at the upper left corner of
each page.

At the upper right corner, note that there are six hyperlinks:

e  The Contact Help Desk link allows you to report a problem with the site
to the Help Desk;

e  The UB/UBMS Instructions link displays the Department of Education
(ED) site’s UB/UBMS APR page. From there, you can download APR
instructions and the participant record structure. The Department strongly
suggests that you review these documents before working with the Web
application.

e  The VUB Instructions link displays the Department of Education (ED)
site’s VUB APR page. From there, you can download APR instructions
and the participant record structure.

e  The links for the UB/UBMS and VUB APR Web Site User Guides connect
users to this downloadable guide and the companion guide for VUB
grantees.

e  The Log Out link logs you off the application and displays the main page.

The section tabs and hyperlinks are repeated at the bottom of the page for convenience.

Once you have completed Section I, click on the “Save and go to next section” button.
You may tab from one section to another, or log off and return at another time to
complete a section. If you do, be sure to save the current page before exiting. The
system will validate your entries and will not allow you to submit the APR if it detects
errors or omissions.

S
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4 Section I: Project Identification, Certification, and
Warning

Section I of the report will display with pre-populated information about your grantee
institution. Verify the information and update as needed. If you would like an email
confirmation when you successfully submit your report, enter your email address on this

page.

The project director and certifying official for the institution must sign and date Section I
of the 2014-15 APR to certify that the information reported and submitted electronically
is readily verifiable, accurate, and complete. After you complete the APR online, print a
hard copy of the completed report and obtain the required signatures. After both the
director and the certifying official have signed the report, upload the signed Section I
only of the APR in the website or fax to: (703) 832-1360.

Please do not upload the entire report. For your records, you should keep in your
files Section I with the original signatures and a copy of the two parts of your APR
submission: (1) the PDF version of Section I and the data validation reports, which you
will be able to print at the end of your submission; and (2) the Excel file of your
individual participant records. These items are discussed later in this user's guide.

Save and go to next section | Reset

Section I, Part 1 - Project ldentification, Certification and Warning

A. Identification: (Fields marked with an asterisk"* are required.)

1. PRifward Mumber: PO47v120001
2. Mame of Grantee Institutionfgency: Davis & Elkins College
3. Address: CAMBUS.  |Davis & Elking College

Street” 1100 Campus Drive

Cite' | Elkins
Stater [y V| zipe 26241 3995

4. Mame of Project Directar:

Prefi: First Mame: * Ml Last Mame: *

hdr. hd test test?
5. Telephone Mumber. * 4-F37-1272 .

Rachmber. 304-637-1111 ek, B9ELB05- 9999 Ext,

E-mail Address:* testi@dewr. edu
6. Repart Period: 09/01/2014 to 08/31/2015

S
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T. Type of Project: Upward Bound-veterans

8. Data Entry Person:
Frefix: First Mame: * hil:
Mr. b testtt

Last Mame: *
testtt2

Telephone Mumber: * A04-637-1112 e -995.095 oggg Xt

If wou would like to receive an email confirmation upon successful submission of your Annual Performance Report, please enter

your erail address: |testtt2@ dews. edu

B. Certification

The Praject Directar and Cerdifying Official are required to sign and date Section |, Part 1 of the 2014-15 Annual Perfarmance
Report form to cedify the accuracy and completeness of the infarmation submitted electronically. Ater completing the entire
report online, you will be able to print a copy of Section [, Part 1, which will include signature lines far the project directar and
cerifying official. Once the form has been signed, please scan it and, using the functionality on the APR site, upload it. Only
Section |, Part1 should be uploaded—naoat any other portion of the report. .

Please review the information in this section for accuracy and make needed changes before proceeding to the next
section of the report form.

I have verified the information in this section.

C. Warning

Any person who knowingly makes a false staterment or misrepresentation on this report is subject to penalties which may
include fines, imprisonment, or both, under the United States Criminal Code and 20 LLS.C. 1097,

Further federal funds or other benefits may be withheld under these programs unless this report is completed and filed as
required by existing law (20 LS. 1231a) and regulations {34 CFR 75.590 and 75.7200.

n |, Part 2: Competitive Preference Priorities (if Applicable)

The 2012 VUB grant competition established two competitive preference priotities concerning data-based decision-making and
productivity. Grantees provided the requested information when submitting the 201 2-13 APR. The systerm will pre-populate this
inforrmation for the 201 4-15 APR in a format that cannot be edited. Ifyou wish to provide any updates, please contact wour
program specialist.

Enabling More Data-Based Decision-Making- Frojects that are designed to collect {or abtain), analyze, and use high-qguality and
timely data, including data on program padicipant outcomes, in accordance with privacy requirements (as defined in this notice),
in: {3} improving postsecondary student outcomes relating to enrollment, persistence, and completion and leading to career
success, and (b) providing reliable and comprehensive information on the implementation of Department of Education
programs, and participant outcomes inthese programs, by using data from State longitudinal data systems or by obtaining data
frarm reliable third-party sources.

14, Mot applicable [

10, Yes
Ifves” indicate below which data systerms your project utilized.

State longitudinal data systems Third-party data systems

State-VWide Longitudinal Educational Database| |Mational Student Clearinghouse-Batch & Indivic
SkillsTutor — Online Academic Program

Postsecondary Institutions—v'et Certifying Offic

Improving Productivity- Frojects that are designed to significantly increase efficiency in the use oftime, staff, money, or other
resources while improving student learning ar other educational outcomes {i.e., outcome per unit of resource). Such projects
may include innovative and sustainable uses of technology, modification of school schedules and teacher compensation
systems, use of open educational resources (as defined in the natice), or other strategies.

34, Mot applicable [

3B Yes

If"ves", indicate below how your project achieved this productivity by increasing efficiency in the use oftime, staff, money ar other
resources.

Resourcefeasure used with increased

efficiency Improved Outcome

Caost Per Participant
Technology & Communication

Technology & Communication2223213

reduction in cast per participant
Inereased time with paticipants & reduced trav

more time with particpants

Save and go to nextsection Rezet

VUB APR Website User Guide
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5 Section II: Record Structure for Individual
Participants

5.1 Section Il Main Page

To access Section 11, click the Section II tab at the top or bottom of the page, or complete
Section I and click on the “Save and go to next section” button.

Download:

Instructions for Completing the VUB Annual Performance Report for 2014-15

and Section Il —-VUB Individual Record Structure through the hyperlinks on this page.
Click on the “Getting Started’ button to continue.

@ UB/UBMS/VUB Online

Federal TRIO Programs

Contact Help Desk | UBUBMS Instructions | VUB Instructions | UB/UBMS APR Web Site User Guide | VUB APR Web Site User Guide

m Section Standardized Objectives Report Review & Submit _
PR/Award Number: P047V120001

Name of Grantee: Dawvis & Elkins College

Each VIUB grantee is required to submit annually detailed infarmation on each participant served by the project during the project
vear being reported and provide updated information an priar year participants.

Dawnload the Instructions 201 4-14 and the Section |- VB Individual

tructure document far complete details an the reporting requirements.

Getting Started

To beginfcontinue the participant data collection process, click on the "Getting Started” button

m Section Il Standardized Objectives Report Review & Submit _

Contact Help Desk | UBUBMS Instructions | VUB Instructions | UB/UBMS APR.Web Site User Guide | VUB APR Web Site User Guide

——
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5.2 Getting Started Page

This page identifies four options for reporting and submitting participant data:

e  Download an Excel file of last year’s submitted data; update the file and
then upload directly to the Web form.

e  Upload an Excel/CSV file directly to the Web form.

o  Transfer last year’s data submission to the Web form, and update and add
records online.

o  Enter Participant data directly into the Web form.

Section Il - Record Structure for Indmidual Participants

Getting Started

Section |l - The YVUB online application provides four options for staring the data submission process:

an Excelfile of last year's APR data; update the file and then upload directly to the Web farm.
an Excel ar C8Y file directly to the Web farm.
lastyear's data submission to the Web form and update and add recards anline.
: directly into the Yeb farm.

Grantees that choose the download or transfer option should note that all oftheir 2013-14 data will be included inthe file, excluding
data fram any recards that the Department removed: please see the General Instructions and Gaby VWatts's [etter. The Depattment is
praviding this data to vou for your convenience and to increase accuracy. it is your responsibility, however, to provide updated
information on current and prior participants and to ensure the accuracy of the data submitted in 2014-15.

[Tyou are unable to prepare an Excel {or CSV) file using your existing database, vou have the option oftransfering last year's data
directly into the Web farm or entering participant data directly into the Weh form.

5.2.1 Download last year’s submitted data

You can download last year’s participant data in an Excel file, modify it on your desktop,
and later upload it to the site.

To download last year’s data file, click on the “Download Data” button. A file name will
display as a blue hyperlink.

To save the file to your desktop:

e  Right click your mouse and select the “Save Target As” option. Identify a
folder on your desktop (e.g., My Documents) to save the file. You may
then open the file on your desktop with Excel.

Or

e  Click on the file name hyperlink to open it, and save it to your desktop.

After downloading the file, you can update the Excel file or import the data into a
database application such as MS Access. Follow the Instructions for Completing the
VUB Annual Performance Report for 2014-15 to update the prior year’s data and add
records for new 2014-15 participants.
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For security reasons, we do not include participant social security number (SSNs) in the
data file. You will need to add these to the file before uploading it.

When you have made all necessary modifications and saved the file as an Excel
spreadsheet or a comma-delimited CSV file, return to this page, and follow the
instructions to "Upload an Excel File to the Web Data Entry Form".

Download Excel File With Last Year's APR Data

As noted ahove, you may obtain lastyear's data via download, with the exceptions cited. When you click the "Download Data" hutton,
the systern will generate the participant data file; the screen will be refreshed to show a link to the file. You may update the file ofiline
using Excel, or by importinto another database (e.g., Access).

Once yau have prepared or updated the participant data file, you must save it as an Excel spreadsheet or in comma delimited farmat
with the "cev" extension; then upload the file using the "Upload an Excel File to the YWeb Data Entry Form” function.

When you click on the "Download Data" button, the system will generate the paricipant data file from last year; the screen will be
refreshed to show a link to the file.

(Once you have prepared or updated the paticipant data file, you must save the file as an Excel spreadsheet or a comma delimited
format with the "csv' extension and then upload the file using the "Upload an Excel File to the Web Data Entry Form” function.

Download Data

5.2.2 Upload an Excel file to the Web Data Entry Form.

This option lets you upload the 2014-15 file in an Excel spreadsheet format or as a CSV
file (comma-delimited text file). Most databases can covert a file to either CSV or Excel
format. For instructions on creating a CSV file, click the What is a CSV file? hyperlink.
Before uploading your participant data file, verify that:

e  The file is either an Excel spreadsheet or a comma-delimited CSV file;

¢  You have the correct number of fields (50) and they are in the sequence
specified in Section II - Individual Record Structure;

e If your file is an Excel spreadsheet, it should use the column names
identified in Section II - Individual Record Structure; and

e  The file contains the participants’ social security numbers. (SSN is the
primary identifier we use to match participant records across project
years.)

Use the “Browse” button to select the file, or type the file name and directory path. Click
on the "Upload File" button to proceed.

If your file is formatted correctly, you may proceed to the Review Participant List and
Data Error Report (Table View) page; otherwise, the system will display the errors it has
detected with your file format, and provide instructions for correcting them. See Section
5.5 for sample errors
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Upload an Excel File to the Web Data Entry Form

Priorto uploading your file (1) werify that vou have the correct number of fields and that they are inthe correct sequence as specified
in SECTION I RECORD STRUCTURE FOR PARTICIPANTS (i.e, a valid upload file should have 50 columns) and (23 the file you are
uploading contains the paticipants' social security numbers as this is the primary identifier used ta match participant records
acrass projectyears.

Please use the Browse hutton to selectthe file or type the file name and directory path in the box below. The participant data file
must be in an Excel spreadshest ar a comma delimited farmat with "csv® extension. Then click on the "Uplaad File" button to
proceed.

File o Upload

Uplaad File

If you are unable to provide an Excel or CSV file, you may elect to:

5.2.3 Transfer last year’s submitted data directly into the on-line form.

To transfer the 2013-14 participant data that you successfully submitted last year to the
on-line data entry form, click on the "Transfer Data" button. On the Review Participant
List and Data Error Report (Table View) page, you can edit data for prior participants
and add new ones.

Note: If you choose to transfer last year’s data directly to the Web form, the data from
last year’s file for certain fields that need to be updated each year will not transfer to the
Web form. You will need to complete these data fields with information from your 2014—
15 project year. In the general instructions, please see pages 7—8 for a list of fields that
should not change from year to year unless you have discovered that erroneous data had
been entered in the past. Note that identifying data (that is, SSN in field #4, last name in
#5, first name in #6, and data of birth in #8) for all but new participants must match the
data in your 2013—14 APR, even if you have discovered that last year’s data contained
errors or misspellings.

You will need to provide missing information and correct all errors before submitting.
Download Section II — VUB Individual Record Structure for complete details.
The Transfer Data option is not available for new grantees.

Transfer Last Year's Data to the Web Form

The 2013-14 Paricipant Data submitted lastyear is available. To transfer lastyvear's data to the web data entry form for online data
updates, click the "Transfer Data" button.

Please note: Last year's data may contain errors which the web tool will display. You will be required to correct all errors priorto
submitting.

Download Sect -WUIB In 1al R { 5t docurment for complete details.
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Click the “Add New” button to enter the data for each participant directly into the form.

Enter new participant data directly into the on-line form.

Enter New Participant Data

Ta enter the individual participant data directly on the web data entry form, click the "Add New" button.
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5.2.4 The “Continue” button

Whether you choose to upload, transfer, or enter data directly, you may save data without
submitting and come back to it later.

The system detects whether you have begun the data collection process and provides the
option to continue entering/updating participant date on-line. The “Continue” button
will not display until you have already uploaded, entered, or transferred data, exited the
system and logged back in.

After clicking on the “Getting Started” button on the main Section II page, you can
choose to continue with your data, or select one of the other options.

Section |l - Record Structure for Individual Participants

Getting Started

Section Il - The WLIB online application provides four options for starting the data submission process:

an Excel file of lastyear's APR data; update the file and then upload directly ta the Wieb farm.
an Excel or 8V file directly to the Web form.
rlastyear's data submission ta the Web farm and update and add records online.
1 directly into the Web farm.

Grantees that choose the download or transfer option should note that all of their 2013-14 data will be included in the file, excluding
data frarn any records thatthe Department remaoved: please see the General Instructions and Gaby\Watts's letter. The Department is
praviding this data to you for your convenience and to increase accuracy. it is your responsibility, howewver, to provide updated
information on current and prior participants and to ensure the accuracy of the data submitted in 2014-15.

Ifyou are unable to prepare an Excel (or CEV) file using your existing database, you have the option of transferring lastyear's data
directly into the Weh form or entering paticipant data directly into the Web form.

Continue Participant Data

Cur records indicate that vou started the participant data collection process. To continue warking on your padicipant data, click the
"Continue” button.

5.3 Review Participant List and Data Error Report (table view)

If you selected the Continue, Upload, or Transfer option on the Getting Started page,
you will proceed to the Table View page shown below. This page lists the participants in
the file, the total number of participants in the file, any formatting or value errors, and
any data validation errors, and provides a printable report of those errors.

Note — student names have been removed from the screen shot below. Your screen will
include the names of your students.
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Use the search feature below to search for a participant by first name, last name and/or SSM. To return to the Table Yiew with a
list of all students, click on the Display all Students button.

First Name Last Name SSH

Search Display all Students

The following table is & complete listing of your project's participant records that have been uploaded, transferred, entered into
this YWeb application and/or added to the list. If this is the first time you have accessed this screen, we advise you to click here
to E r I ]

SSN for all student records are blank.

Page |18 % | of 18 Mext »> (= Pri
Table View - Total Number of Participants: 434

First Hame  SSH g - . Delete
16549 x
161 x
160 F
162 x

«=Prev Page|l % |of34 Add Participant

Ifyou have made changes to the paricipants’ data on the web application, at anytime you may obtain a downloadable file to edit offline
and re-upload the data file by returning to the "Section |l - Getting Started”. By clicking on the "Download Participant Data" button the
systerm will generate a current paticipants' data file and this screen will be refreshed to show a link to this data file.

load Participant Data

Havigational Instructions and Data Error Information

You have the following options when editing the paricipant errors:

» [fyou uploaded or transferred your file, you rmay obtain last year's data andfor edit your data offline and re-upload the data file by
returning to : :

» Toidentify the participant records with errors, you will need to scroll through several Web pages (each page displays 24 records).
Cryou may click an the "printable version" hyperlink to print the entire report.

Cryou may edit the data directly on the Web application:

You may click the Last Mame hyperlink to edit participant data or correct data errars.

Yau may clickthe "®" image in the "Delete” calumn to delete a participant data recard.

You may click the "Add Participant' button to add a new participant data record.

ou may sort by Last Name, Invalid Waluef/alidation Error, Data Yalidation Errar, Soft Check Validation Errars, or Record Mumber
by clicking on the column title hyperlinks.

If you hawve a large number of participant recards with errors, we recommend correcting the data offline and uploading a corrected file.
This repaort also displays three types of errars: (1) invalid data formativalues, {2) data validation errors, and (3) soft check validation
errars. You must carrect all the data errors in {1} invalid data formativalues and {2) data validation errars before vou will he able to submit
the APR.

= Aninvalid formativalue errar message appears when the data fieldig) for the paricipant record includes a value(s) otherthan one
of the "Walid Field Cantent” options provided in calumn 4 of Section Il To correctthese types of errors online, you may click on the
Last Mame hyperlink and then enter a valid aption in the identified data field{s).

* Aodatavalidation error identifies data fields that are in conflict with data you provided in another data field. By clicking on the Last
Mame hyperlink, you will see an error message that explains the errar. You may then correct the data anline.

e A soft check validation error is similar to data validation error, but the system does not require you to carrect the errar before APR
submission. Soft check error messages hedgin with the word "Message”

If you uploaded paricipant data, the Record Mumber column will display the recaord numbers in your upload file far each individual
participant record. The record numbers will help you to find the records with errors easily if you want to correct errors offline.
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The Table View page displays up to 25 records. To view additional students, click on the
Prev or Next links displayed above and below the table.

Records are sorted by data validation error. Click on another column heading to sort by
that column.

To view a participant’s record, click the Last Name hyperlink. This will direct you to the
Web form where you can enter information for the participant.

To delete a participant record, click the “#” image in the “Delete” column for the
participant.

To add a participant record, click on the “Add Participant” button below the table. This
will direct you to the Web form where you can enter information for the participant. See
Section 5.4 of this document for further instructions about the participant data Web form.

To generate a printable report of the errors on the file, click on the Printable Version —
Participant List Report link above the table.

The table view displays three types of errors:
° invalid data format/values;
° cross validation errors; and
o soft check validation errors.

You must correct all invalid data and cross validation errors before you can submit the
APR. The number in the "Error Description" column represents the field in error.

e An invalid format/value error occurs when a data field includes a value that is not
a valid response for the question. To correct this type of error online, click on the
Last Name hyperlink and select a valid option or enter text, if applicable, in the
identified data field.

e A cross validation error occurs when the value in one field conflicts with the
value in another field. Click on the Last Name hyperlink to see a message
explaining the error. This message will appear in red below the participant’s
SSN. You may then correct the data online.

e Soft check validation errors, which begin with the word “Message”, provide
important reminders, but do not require you to make any changes in your data.

If there are several participant records with errors, you may choose to correct the data
offline and to later upload the corrected file. To download the file, which will include
any updates you have saved, click on the “Download Participant Data” button under
the participant list. After editing the data offline, return to Section II — Getting
Started to upload the revised file. See Section 5.5 for instructions on uploading a
file.

VUB APR Website User Guide 22 Computer Business Methods, Inc.
January 2016



If you are viewing the page for the first time, click on the See more navigational
instructions and information about data errors hyperlink at the top of the page. This
link will provide additional information about navigating the site. Click on the Back to
Top hyperlink to return to the top of the page and edit participant records.

5.4 Participant Data Form

To access the online participant data entry page which displays data about each
individual student:-

From the Section II - Getting Started page:
o Click on the “Add New” button; or
e  Transfer or upload data, or click on the “Continue” button; on the Section
III - Getting Started tab.

From the Table View page:
e  Click on the Last Name hyperlink for a participant.

For most data fields on the participant data form tabs, dropdown menus will display valid
field content. Clicking on the blue "information" icons that are found next to many fields
will produce a pop-up box displaying valid options and instructions from the data
structure as it appears on the TRIO Web pages. When you are finished with a box, you
must click on the "x" to make it disappear before you can pop up another one.

I ————————
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5.4.1 Demographics Tab

Enter or update fields 1 through 15. Error descriptions and imported/transferred values
appear on the right, where applicable. Use the buttons at the bottom to “Save”, “Delete”,
“Reset”, or go “Back to table view”. To move to the next student, click the “Save”
button before clicking the Next >> link or the “Back to table view” button.

You may enter ar update the |nd|\r|dual pammpant data in the web form below. Ifthis is the firsttime you have accessed this screen, we advise you to click here to
= . To make any changes, you must click the "Save" huttan or click on anather tah.

Click on the "Back to Table Yiew" huttan ta return to the pardicipant list.

Demographics E"g'th;l_wta;d 5‘._t-atus Participation Postsecondary
Fields 1-15 ALonSLoHLE Fields 25.36 Fields 37.50
Fields 16-24

;g::dpam HName: Eror Description
1. PRifward Mumber: FO4741 20001

2. Batch Year: 2034

3. Program Type: Select One v

4. Bocial Security Number: O

5. Last Mame: Q@
6. First Mame: Q@
7. Middle Initial: Q

8. Date of Birth: M/ /o @
9. Gender: Select One v |@

10. Ethnicity-Hispanic: Select One »

11. Race-Ametrican Indianidlaskan Mative: Select One »

12, Race-Asian: Select One v

13. Race-Black or Aftican American: Select One v

14, Race-White: Select One v

14. Race-Mative Hawaiian or Other Pacific Islander: Select One v

Add Reset Badito Table View
Click "Save" before moving to another participant record.
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5.4.2 Eligibility and Status at First Service Tab

Enter or update fields 16 through 24. Error descriptions and imported/transferred values
appear on the right, where applicable. Use the buttons at the bottom to “Save”, “Delete”,
“Reset”, or go “Back to table view”. To move to the next student, click the “Save”
button before clicking the Next >> link or the “Back to table view” button.

You may enter ar update the |nd|\r|dual pammpant data in the web form below. Ifthis is the firsttime you have accessed this screen, we advise you to click here to
= . To make any changes, you must click the "Save" huttan or click on anather tah.

Click on the "Back to Table Yiew" huttan ta return to the pardicipant list.

Demographics E"g'thél_“:ta;d S_tatus Participation Postsecondary
Fields 1-15 et sy Fields 25.36 Fields 37-50
Fields 16-24

Participant Name: test, test Error Diescription
SSN:
16. Eligihility: Select One B O
17. At Risk: Out of School for Five Years: Select One +| @
18, At Risk: Low Standardized Test Scores: Select One +| @
19, At Risk: Disability: Select One v | O
20.Academic Meed: Select One ~|Q
21, Recruitrment: Select One ~|Q
22. Date of First Project Service: (MMIDDICCYY) O
23. Educational Status, at date of first project service: | Select Cne | O
24, Employment Status, at date of first project service: | Select One | O

Save Delete | Reset | Backto Table View|

Click"Save" before moving to another participant record.
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5.4.3 Participation Tab

Enter or update fields 25 through 36. Error descriptions and imported/transferred values
appear on the right, where applicable. Use the buttons at the bottom to “Save”, “Delete”,
“Reset”, or go “Back to Table View”. To move to the next student, click the “Save”
button before clicking the Next >> link or the “Back to table view” button.

You may enter ar update the |nd|\r|dual pammpant data in the web form below. Ifthis is the firsttime you have accessed this screen, we advise you to click here to
= . To make any changes, you must click the "Save" huttan or click on anather tah.

Click on the "Back to Table Yiew" huttan ta return to the pardicipant list.

Demographics E"g'th;l_wta;d 5‘._tatus Participation Postsecondary
Fields 1-15 ALl BnAcE Fields 25.36 Fields 37.50
Fields 16-24

Participant Name: test, test

Ermor Dezcription

SSN:
25, Deceasedfincapacitated: Select One ~|@
26. Participant Status: Select One ~|Q
27. Served by Another Fed. Prog. Select One ~| O
28, Called to Active Duty: Select One ~|0
29, Academnic Improvermnent: Select One ~|Q
30. Date of Last Project Service in WUB: MMIDDICCYY) Q
31.%UB Edu. Program Completion Year: Select One |0
SErme BT [Sxaon V0
33. Basic Skills Development: Select One ~| O
34, Short Term Remedial f Refresher Courses: | Select One +| @
348, Assistance in Securing Local Support: Select One ~| O
36. Special Services for Transition to PSE: Select One | O
Save Delete | Reset | Back to Table Wiew

Click "Save" hefore maoving to another paricipant record.
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5.4.4 Postsecondary Tab

Enter or update fields 37 through 50. Error descriptions and imported/transferred values
appear on the right, where applicable. Use the buttons at the bottom to “Save”, “Delete”,
“Reset”, or go “Back to table view”. To move to the next student, click the “Save”
button before clicking the Next >> link or the “Back to table view” button.

You may enter ar update the |nd|\r|dual pammpant data in the web form below. Ifthis is the firsttime you have accessed this screen, we advise you to click here to
= . To make any changes, you must click the "Save" huttan or click on anather tah.

Click on the "Back to Table Yiew" huttan ta return to the pardicipant list.

Demographics E"g'th;lwtas?d 5‘._t-atus Participation Postsecondary
Fields 1-15 ks Fields 25.36 Fields 37.50
Fields 16-24

Participant Name: test, test ErieLbe )ton
SSN:
37. Date of First PSE enraliment: (MMIDDICCYY) Q
38. PSE Enrolliment Cohort: Select One +| @
3_9. School Code for Postsecondary Inst O
First Attended:
40. Source of PSE Information: Select One +| @
;116ﬁ:00llege Status at heginning of 145- Select One v O
42. Postsecondary Remediation: Select among options 1-3, 9, or 0 for 2014-15 PSE cohort members (Field #38); v
43. Ceificate/Diplorma Completed: Select One | O
44, Date of First Cedificate/Diploma: (MMIDDICCYY) O
45 Associate Degree Attained: Select One ~| O
46. Date of First Associate Degree: (MMIDDICCYY) Q@
47. Bachelor's Degree Attained: Select One | @
48. Date of First Bachelor's Degree: (MMIDDICCYY) O
49, Length of Active Duty: For 2009 PSE cohort members called to active duty bet. 2009-15, enter length of duty: + Q
50. Participant's Mame Change: O
Save Delete Reset | Backto Table View|

Click"Save" before moving to anather padicipant recard.
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5.4.5 Screen Navigation Instructions:

Screen Navigational Instructions:

The patticipant data has heen divided into four sectionsftabs - Demographics, Eligibility and Status at First Service, Padicipation, and Postsecondary. The weh form
displays the padicipant's name and social security number an the left side ofthe screen, helow the tabs.

To navigate thraugh the sections and view the data provided in each section, click on the Demographics, Eligibility and Status at First Service, Participation,
and Postsecondary tab.

To make changes to any field for a padicipant, use the pull-down menus pravided, or enter text as appropriate (e.g., Last Mame).

To save changes, click on the "Save" button ar click on another tab.

To delete a record, click on the "Delete” button.

To reset the data after you have already made changes, but have not saved, click on the "Reset” huttan.

To advance to another paricipant's record, click on the "Mext" ar "Previous" link. You may also use the pull-down menu to select a recard. Please note that you
must click on the "Save" hutton before advancing to the "Mext” or"Previous" record.

Error Descriptions:

The weh form provides twa types of error descriptions far the individual: {13 invalid data formativalues; and (2) data validation errars. The invalid data formativalue
appear in the "Errar Description” calumn. The data validation errors appear at the top of the screenin red. To carrect these errors, grantees should choose a valid
value from the pull-down menu, enter data where applicable, ar update their file offline. For further instructions on how to update your file offline, click on the Back to
Tahble View button, then select the "see more navigational instructions and information ahout the data errors” hyperlink.

The original value, if applicable, will be displayed in the "Transferred ar Imported Yalue" calumn.

5.5 Unsuccessful upload of Excel file

If the system detects errors in your uploaded Excel file, it will display an error message
and instructions for correcting the error(s). Samples of typical errors are illustrated
below.

5.5.1 Incorrect Number of Columns

UB/UBMS/VUB Online

Federal TRIO Programs

Contact Help Desk | UBJUBMS Instructions | VUB Instructions | UBJUBMS APR.Weh Site User Guide | VUB APR Web Site User Guide

Section Il Standardized Objectives Report Review & Submit -

PR/Award Humber: P0O47y120001
Mame of Grantee: Davis & Elkins College

Section Il - Record Structure for Individual Participants

Error Occurred M

The fallowing errar occurred while trying to process your request,
Flease fix the problem below by clicking the Gao Back button at bottom.

The upload file must have 50 columns of recipients data. There is 55 columns in your upload file
Flease update the data file and try again

Go Back

Section |l Standardized Objectives Report Review & Submit -

Contact Help Desk | UB/JUBMS Instructions | VUB Instructions | UBUUBMS APR Weh Site User Guide | VUB APR Web Site User Guide
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5.5.2 Column Name Missing or Misspelled

Error!
The calumn names in the file you atternpted to upload were either missing, misspelled, or notin the correct order. See the errorreport
helow for detail{s). To correct the error (s):
1. Open the spreadsheet you used for the upload.
2. Verifythatthe column names are correct and in the sequence specified in
3. Afterthe file has been corrected return to Section Il and click "Getting Started” the Upload process or click on the GD Back button
bielowy.
Error Report
Expected Column Mame Column Mame in Upload File Errar Fields
1 WetPR WetPR
2 WVetBatchAY WVetBatchAY
3 WelType WelType
4 WelSSN WetSSN
5 Wetlasthm WetlasthM
6 WetFirsthh WetFirsthh
7 Wethdl Wethll
8 WetDOB WetDOB
] VetGendercD VetGenderCD
10 VetEthnic WetEthnic
11 WetRacel WetRacel
12 WetRace? WetRace?
13 VetRacel VetRacel
14 VetRaced VetRaced
k] VetRaces VetRaces
16 WetEligsD WetEligD
17 VetAtRiskSchool VetAtRiskSchool
18 WetAtRiskStdTest WetAtRiskStdTest
19 WetAtRiskDis ability WetAtRiskDis ability
20 WetNeed WetNeed
21 WetRecruit WetRecruit
22 WetProjEntDT WetProjEntDT
23 WetGradelyv WetGradelyv
24 Wetloh Wetloh
25 WetDeceaged WetDeceaged
26 WetPanCD WetPanCD
27 WetSered WetSered
28 WetCall WetCall
29 WelTestohj WelTestohj
30 WetlastSerDate WetlastSerDate
31 WetCampleteYR WetCampleteYR
32 Wetleave Wetleave
33 WetBasicSkill WetBasicSkill
34 WetRefresher WetRefresher
35 Wetlocal3up Wetlocal3up
36 WetSpSve WetSpSve
37 WetFirstEnrollDT WetFirstEnrollDT
38 WetPSECohart WetPSECohart
39 WetPSECode WetPSECode
40 WetSelfTrancD WetSelfTrancD
41 WetPSEGILY WetPSEGILY
42 WetPSRemediation WetPSRemediation
43 WVetCertificate CD WVetCertificate CD
44 WetCertificate DT WetCertificate DT
45 WethssocDegreeCD WethssocDegreeCD
4B WethssocDegreeDT WethssocDegreeDT
47 WetBachDegreeCD WetBachDegreeCD
45 WetBachDegreeDT WetBachDegreeDT
49 Wethctive Duty Wethctive Duty
50 FullMameChange WetFullMameChange Errar
o Badk

Section Il - Record Structure for Individual Participants
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5.5.3 Error due to empty file

@ UB/UBMS/VUB Online

Federal TRIO Programs

Contact Help Desk | UB'UBMS Instructions | VUB Instructions | UB/JUBMS APR Weh Site User Guide | YUB APR Web Site User Guide

Sectionll Standardized Objectives Report Review & Submit _[

PR/Award Number: P047v120001
Name of Grantee: Davis & Elkins College

Section Il - Record Structure for Individual Participants

Error Occurred

The following errar accurred while trying to process your request.
Please fix the problem below by clicking the Go Back button at bottarm

The headings in your upload file cannot be read. Please update the data file and try again

%o Badk

Sectionll Standardized Objectives Report Review & Submit _{

Contact Help Desk | UB/UBMS Instructions | VUB Instructions | UB/UBMS APR Weh Site User Guide | VUB APR Weh Site User Guide

5.6 Unsuccessful Upload of CSV Files

If the system detects errors in your uploaded CSV file, it will display an error message
and instructions for correcting the error(s). Samples of typical errors are shown below.

5.6.1 Incorrect Number of Columns

@ UB/UBMS/VUB Online

Federal TRIO Programs

Contact Help Desk | UBJUBMS Instructions | VUB Instructions | UBJUBMS APR.Weh Site User Guide | VUB APR Web Site User Guide

Section Il Standardized Objectives Report Review & Submit _l

PR/Award Humber: P0O47y120001
Mame of Grantee: Davis & Elkins College

Section Il - Record Structure for Individual Participants

Error Occurred M

The fallowing errar occurred while trying to process your request,
Flease fix the problem below by clicking the Gao Back button at bottom.

The upload file must have 50 columns of recipients data. There is 55 columns in your upload file
Flease update the data file and try again

Go Back

Section |l Standardized Objectives Report Review & Submit _[

Contact Help Desk | UB/JUBMS Instructions | VUB Instructions | UBUUBMS APR Weh Site User Guide | VUB APR Web Site User Guide
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5.6.2 Invalid PR Number

@ UB/UBMS/VUB Online

Federal TRIO Pragrams

Contact Help Desk | UBJUBMS Instructions | VUB Instructions | UB/JUBMS APR Web Site User Guide | VUB APR Web Site User Guide

Section |l Standardized Objectives Report Review & Submit -
PRiAward Number: P047120001

Name of Grantee: Davis & Elkins College

The following errar occurred while trying to process your request.
Flease fixthe problem below by clicking the Go Back button at bottom

The PRMO inyour upload file iz PO47Y1 20119, This s an invalid PRNO
The PRMO foryour institution should be PO4741 20001
Please update the upload file and try again.

Go Back

Section Il Standardized Objectives Report Review & Submit

Contact Help Desk | UB/JUBMS Instructions | VUB Instructions | UBJUBMS APR Web Site User Guide | VUB APR Web Site User Guide
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5.6.3 Column Name Missing or Misspelled, or Column Out of Order

Error!
The calumn names in the file you atternpted to upload were either missing, misspelled, or notin the correct order. See the errorreport
helow for detail{s). To correct the error (s):
1. Open the spreadsheet you used for the upload.
2. Verifythatthe column names are correct and in the sequence specified in
3. Afterthe file has been corrected return to Section Il and click "Getting Started” the Upload process or click on the GD Back button
bielowy.
Error Report
Expected Column Mame Column Mame in Upload File Errar Fields
1 WetPR WetPR
2 WVetBatchAY WVetBatchAY
3 WelType WelType
4 WelSSN WetSSN
5 Wetlasthm WetlasthM
6 WetFirsthh WetFirsthh
7 Wethdl Wethll
8 WetDOB WetDOB
] VetGendercD VetGenderCD
10 VetEthnic WetEthnic
11 WetRacel WetRacel
12 WetRace? WetRace?
13 VetRacel VetRacel
14 VetRaced VetRaced
k] VetRaces VetRaces
16 WetEligsD WetEligD
17 VetAtRiskSchool VetAtRiskSchool
18 WetAtRiskStdTest WetAtRiskStdTest
19 WetAtRiskDis ability WetAtRiskDis ability
20 WetNeed WetNeed
21 WetRecruit WetRecruit
22 WetProjEntDT WetProjEntDT
23 WetGradelyv WetGradelyv
24 Wetloh Wetloh
25 WetDeceaged WetDeceaged
26 WetPanCD WetPanCD
27 WetSered WetSered
28 WetCall WetCall
29 WelTestohj WelTestohj
30 WetlastSerDate WetlastSerDate
31 WetCampleteYR WetCampleteYR
32 Wetleave Wetleave
33 WetBasicSkill WetBasicSkill
34 WetRefresher WetRefresher
35 Wetlocal3up Wetlocal3up
36 WetSpSve WetSpSve
37 WetFirstEnrollDT WetFirstEnrollDT
38 WetPSECohart WetPSECohart
39 WetPSECode WetPSECode
40 WetSelfTrancD WetSelfTrancD
41 WetPSEGILY WetPSEGILY
42 WetPSRemediation WetPSRemediation
43 WVetCertificate CD WVetCertificate CD
44 WetCertificate DT WetCertificate DT
45 WethssocDegreeCD WethssocDegreeCD
4B WethssocDegreeDT WethssocDegreeDT
47 WetBachDegreeCD WetBachDegreeCD
45 WetBachDegreeDT WetBachDegreeDT
49 Wethctive Duty Wethctive Duty
50 FullMameChange WetFullMameChange Errar
o Badk

I ————————
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5.6.4 Invalid Batch Year

@ UB/UBMS/VUB Online

Federal TRIO Programs

Contact Help Desk | UBAUBMS Instructions | VUB Instructions | UB/UBMS APR Weh Site User Guide | VUB APR Web Site User Guide
Section Il Standardized Objectives Report Review & Submit

PR/Award Number: P047/120001
Name of Grantee: Davis & Elkins College

Section Il - Record Structure for In

Error

The following errar occurred while trying to process your request.
Please fixthe problem helow by clicking the Go Back button at bottorn.

One ar mare recards inyour file contain an incorrect bateh vear.
The BatchAY for this reparing year should be 2014,
Please update the upload file and try again.

Go Back

Section ll Standardized Objectives Report Review & Submit _

Contact Help Desk | UB/UBMS Instructions | VUB Instructions | UB/JUBMS APR Web Site User Guide | VUB APR Weh Site User Guide

5.7 Successful Transfer or Upload — Table View Page

After a successful upload of your participant data file, if there are no errors displayed on
the Table View page, proceed to “Review and Submit”.

Note — student names have been removed from the screen shot below. Your screen will
include the names of your students.

Section |l - Record Stri ure for al P ik

F
view Pa nt List o Data Error Report (Table View)

Use the search feature below to search for a participant by first name, last name and/for S5K. To return to the Table “Wiew with a
list of all students, click on the Display all Students button.

First Hame Last Name S5H

Search Display all Students

The following table is a complete listing of your project's participant records that have been uploaded, transferred, entered into
this ¥Web application andfor added to the list. If this is the first time you have accessed this screen, we advise you to click here
to see more navigational instructions and information about the data errors

S5M for all student records are blank

<< Prev Page |1 [™|of2 Mext == =, Prir versiol

Table View - Total Number of Participants: 46

First Name SSN | e o E Delete

kAN LM 5| Fal

FARIM A 25 Fal

TABITHA 2 Fal

TAYLOR 24 >

DAKOTA, 43 P*3
e
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STERPHEN a =
RY.AN o7 3
WEMMETH 45 *
KENDRA, 5 Lol
LAURA 6 =
ASHLEY 38 Lol
DOMAYAN 17 Eed
LoEAnN 18 *
CHRISTOPHER 19 =
ERUTOM 7 =
b L a w
CHEYENNE 21 ES
CHRISTIE a5 FS
WA LIN 46 5ol
LARAMIE 2 Lol
CHRISTOPHER 36 =
ROBERT 26 *
TaAYLOR 10 e
JESSICA 41 *
ME Gk 32 Lol
<< Prev Page |1 »|of2 | t Add Participant

I ————————
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6 Section III: Review and Submit (Tier 1)

6.1 Review and Submit Main Page:
Access this page by clicking the “Review & Submit” tab on top.

This page describes the two-tier validation process. Read the description and click the
“Start Submission’ button.

Review and Submit
Start Submission

The Review and Submit section will guide you through the submission process, which includes a two-tiered systermn far evaluating the
guality of the data on participants. All grantees must complete both tiers. The first tier data checks, which apply to all projects,
include the following:

+ Funded Rate and Eligibility Bequirements Table

The table provides the following infarmation:

0 The numhber of participants funded to serve and the numhber and percentage of padicipants actually served in the reparting
year ithe "funded rate").

0 The total number and percentage of participants served in the reporting vear wha are either firstgeneration and low-income,
orfirst-generation, low-incarme, and at high risk for academic failure Ctwo-thirds requirernent™.

[Tyour funded rate is below 100%, you will he asked to review your data file to confirm that you correctly updated the participant
status (field #26) andfor included records for all participants served in 2014-14.

Ifyour two-thirds eligibility rate is below 66%, we recammend that yau review the eligibility status (field #16) to ensure that you
entered the carrect status far each pardicipant.

 Current Participants and Eligibility Status Report

The Webh application provides a list of current year participants so that you can easily view the name, participant status (e.a.,
new, continuing) as drawn from field #26, and eligibility status {drawn fram field #16) of each new, continuing, reentry, or
transfer participant included in the project's APR data file. Ifyou did not meet the program reguirements reflected in the Funded
Rate and Eligihility Requirements tahle, you should check to see ifyou failed to update ar correct any recards; making such
corrections might allow you to demonstrate that you met the requirements. If, however, you confirm that the data file is correct
as it stands, and thatyour project indeed did nat meet reguirements, you will be asked to provide an explanation for the low
funded rate onhy. Mo explanation is requested in the APR for the eligihility rate.

« Critical Fields Report

This report provides the percentage of padicipant records for which you entered "Unknown" for 9 data fields that we have
determined are critical for anahzing project and program outcomes. Since a response of "Unknown” does not provide usable
infarmation for data analysis, we ask you to review fields farwhich 10% or more of your records have a response of
"LInknowen " Ifyou find it possible to provide a response ather than "Unknown," please do so. Ifyou do not have sufficient data
to drop below 10% for one aor mare of these fields, please explain in the text box why the data is not available.

All grantees must also undergo Tier 2 data checks after the Tier 1 submission of the APR. These second tier data checks compare
the 2014-15 paricipant data with data submitted in prior years {hat is, with the VUB system of records). These checks include the
following reports:

+ Mew Participants Verification Report. This report compares the participants listed as "new" or"reentry” on the 2014-15 APR
with those listed as "new” or "reentry" on the 2013-14 APR. Those participants listed as "new” or"reentry" in hoth vears are
displayed. ¥ou must update the student recards accordingly or provide an explanation for the apparent conflict.

« Match to Prior Report. This report compares the participants an the 2014-15 APR with the 2013-14 data file to ensure that all
participants included on the earlier file appear on the 2014-14 file. Any 201 3-14 paricipants notincluded in the 201 4-15 file will
he displayed on the Match to Prior report. ¥ou must restore all the student records on this report to the 2014-151ile and, as
necessary, update the data fields for these padicipants. To help grantees investigate missing data, the Match to Priar repart
includes names, dates of birth, 83Ns, and dates of first service for the missing students.

Mote: As discussed in the APR letter, the Department removed from last year's data approximately 4 650 old records that have
no beating on PE calculations forthe 201217 cycle. One or more ofthese removed records may have appeared in the data
yvou submitted in 2013—14. You need to restore only the records that may appear in the Match to Prior report; these missing
records will not overlap with the 4,650 that we intentionally remowved. For further information, please see the APR letter.

S
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» Postsecondary Education Enroliment Cohort Year Report. The ¥UB systermn of recards includes postsecondary education
enrollment cohort codes {field #38) that TRIO established, using previous APRs' data, for participants served in the 200712
cycle and also for paricipants first served in 2012-13 and 2013-14. The Postsecondary Education Enroliment Cohart Year
Repor, ensures the accuracy ofthe cohort codes established foryour patdicipants. Cohartyears 2008-2014 reported inyour
2014-15 ARPR must match those of the VB systemn of records as reflected in your download file availahle in the "Getting
Started" step ofthe APR. Also, if a code of 9999 appears inthe download file, that code must be maintained inyour 2014-15
APR.If a code of 8888 appears in the download file, allowahle codes inthe 2014-15 APR include 8888, 2014, 2015, and 9959,
Should any padicipants appear in the Postsecondary Education Enrollment Cohort vear Report, you will not be able to submit
the APR until the participant's cohort code is changed in accordance with the principles stated above.

+ Cohort Comparison Report: First used inthe 2013-14 APR, the Cohort Comparison Report adds further assurance of cohors'
accuracy by comparing the number of participants with various values for field #38 for both the WYUB system of records and your

2014-15 data file. For further infarmation on postsecondary education enrallment coharts, see the discussion of field #38 in
the General Instructions.

You will receive an e-mail confirmation that the repart has been submitted. Ifthere is a need to revise the APR after it has heen

submitted, please contactthe Help Desk for assistance. Please note that the Department will only accommodate revisions until the
due date for submitting the ARR.

Click the "Start Submission” button to hegin.

6.1.1 Review and Submit - Step 1: (With Errors)

If there are any sections of the APR that you have not completed, they will display with

an “X” on this page. You must complete any section marked with an “X” before you
continue.

 UB/UBMS/VUB Online

Federal TRIO Programs

Contact Help Desk | UB/UBMS Instructions | YUB Instructions | UBJUBMS APR Weh Site User Guide | VUB APR Weh Site User Guide
Standardized Objectives Report Review & Submit

PRiAward Number: P047v120001
Mame of Grantee: Davis & Elkins College

Rewvi

Yerify thal you have completed all sections ofthe APR. rou will not he able to submit the APR until you have completed or passed all
validation errors for all the sections.

Section] ¥
Section %

An"#" indicates thatthe section has not heen completed or has data errar. You must complete the sections or fix the data error in the
sections matked with an "®" before cantinuing with the submission process. Click an the appropriate section tab at the top or bottorn of
the screen fo return to a section

m Standardized Objectives Report Review & Submit _

Contact Help Desk | UB/UBMS Instructions | YUB Instructions | UB/JUBMS APR Weh Site User Guide | VUB APR Weh Site User Guide

6.1.2 Review and Submit - Step 1: (no Errors)

When you submit with all sections of the APR complete, the following page will display.
Click on the “Continue” button.
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@ UB/UBMS/VUB Online

Federal TRIO Pragrams

Contact Help Desk | UB/JUBMS Instructions | VUB Instructions | UB/JUBMS APR Web Site User Guide | VUB APR Web Site User Guide

m Standardized Objectives Report Review & Submit _

PRiAward Number: PO47v120001
Name of Grantee: Davis & Elkins College

Review and Submit
Step 1

Yerify that you have completed all sections ofthe APR. You will not he able to submit the APR until you have completed or passed all
validation errars for all the sections.

Section|  *
Section |l ¥

Cortinue

m Standardized Objectives Report Review & Submit _

Contact Help Desk | UB/UBMS Instructions | YUB Instructions | UB/UBMS APR Weh Site User Guide | VUB APR Web Site User Guide

6.2 Review and Submit - Step 2

The Funded/Served Rate report includes a comparison on the number of current
participant records with the number of participants the grantee was approved to serve in
2014-15 but also to provide information on the eligibility status of current participants
(that is, participants who are first-generation and/or low-income). If your funded rate is
below 100%, you will be asked to review certain aspects of your data, as described on the
page below.

6.2.1 Funded Rate and Eligibility Requirements Table and Current
Participants and Eligibility Status Report (Outside Range)

If the percentage of students participating in the project is less than 100%, you may
correct a student’s status by clicking on his or her name, or submit an explanation in the

box provided.

Note — student names have been removed from the screen shot below. Your screen will
include the names of your students and will display 20 records at a time.

S
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Review and Submit

Step 2 - Funded Rate and Eligibility Requirements Table and
Current Participants and Eligibility Status Report

201415 Funded Rate and Eligibility Requirements Table

The table helow provides infarmation on: {a) the number of participants funded to serve and actually served and (b} the total number and
percent of participants served who were either firstgeneration and low-income, or first-generation, low income and at high risk for
academic failure. The expectation is that a project will serve at least as many participants {i.e., 100% or mare) as the project was funded
to serve and that at least two-thirds (i.e., 66% or greaten) of the participants served duting the reparting year will be either firstgeneration
and low-income, or first-generation, low-income, and at high risk for academic failure.

Please review the information contained in the table below. [fyaur project did not meet the requirements mentioned above, please verify
thatthe participant and eligibility codes for each current paricipant for whom you provided information are correct. Your "current
participants" are coded infield #26 as a1, 2, or 3. Only current padicipants coded 1 {low-income and first-generation) and 7 {low-income,
first-generation and high risk for academic failure) in field #16 are reflected in the column entitled 273 Eligibililty Percentage.

Funded Rate and Eligibility Requirements Table

Humber of Participants Funded to Serve & 213 Eligibility Requirements

Served
Fungeato | NuTberofCurent | Fercentage |t e e neome | 2 Elisilty
Paticipants Served | Served | PATICPANS, Jefelain O Percentage
Serve high risk for academic failure participants
158 132 83% 17 89%

201415 Current Participants and Eligibility Status Report

The report helow provides a list of your new, continuing, and reentry paricipants who received projects services (1, 2, or 3) along with the
paticipant's eligibility status.

1. Your current paticipants are derived from field #26 and are coded as follows:
1 = Mewy patticipant, for reporting period
2 = Cantinuing padicipant (from immediately preceding reparing period)
3 = Reentry participant

2. The eligibility status codes are derived from field #16 and are:
1 = Law-incame and First-Generation
2= Low-income only
3 = First-generation only
4 = High risk for academic failure only
5= Low-income and at high risk for academic failure
B = First generation and at high risk for academic failure
T = Low-income, firstgeneration, and at high risk for acadermic failure
0 = Unknown

Please review the information carefully and

verify that the padicipant and eligibility status codes are correct.

werify that all students reported as current padicipants {1, 2, or 3 were actually served during this reporting period.
werify that you correctly updated the participant status field for all padicipants served in a previous reporting period.
provide an explanation if you did not meetthe number of padicipants yvou were funded to serve.

Prev Page|1 ™ |of 7
Current Participants and Eligibility Status Report for 201415

Participant's Hame Participant Status Code Eligibility Status Code

VUB APR Website User Guide 38 Computer Business Methods, Inc.
January 2016



1 = Mew paricipant

1 =Mew paricipant
2= Continuing pardicipant
2= Continuing padicipant

1 = Low-income and first-generation
1= Low-income and first-generation
1 = Low-income and first-generation
1= Low-income and first-generation

2= Continuing pardicipant
2= Continuing padicipant
2= Continuing padicipant
2= Continuing padicipant

T = Low-income, firstgeneration, and at high risk for academic failure
T =Low-income, first-generation, and at high risk for academic failure
T = Low-income, firstgeneration, and at high risk for academic failure

= R T

T =Low-incaome, first-generation, and at high risk for academic failure

g 2= Continuing padicipant 7 = Low-income, firstgeneration, and at high risk for academic failure
10 2= Continuing padicipant T = Low-incame, first-generation, and at high risk for academic failure
11 2= Continuing padicipant T = Low-incame, firstgeneration, and at high risk for academic failure
12 2= Continuing padicipant T = Low-incame, first-generation, and at high risk for academic failure
13 2= Continuing padicipant 7 = Low-income, firstgeneration, and at high risk for academic failure
14 2= Continuing padicipant T =Low-incame, first-generation, and at high risk for academic failure
15 2= Continuing padicipant 7 = Low-income, firstgeneration, and at high risk for academic failure
16 2= Continuing padicipant T =Low-incame, first-generation, and at high risk for academic failure
17 2= Continuing padicipant T = Low-income, firstgeneration, and at high risk for academic failure
18 2= Continuing padicipant T =Low-incaome, first-generation, and at high risk for academic failure
19 2= Continuing padicipant T = Low-incame, firstgeneration, and at high risk for academic failure
20 2= Continuing padicipant T =Low-incame, firstgeneration, and at high risk for academic failure

Prev Page|l ¥ |of7

There are some circumstances inwhich a grantee may not have met the number of participants the projectwas funded to serve. Inthese
situations, you must provide an explanation for the discrepancy between the funded number and the number served. Type your
explanation in the text hox below {limit 1,000 characters and spaces).

6.3 Critical Fields Verification Report - Step 3

The next step of the Tier 1 process is the Critical Fields Verification Report. This page
lists fields that TRIO considers critical for analyzing project and program outcomes. The
system calculates the percentage of these fields in your participant records with “No
Response/Unknown”.

We ask that you review fields for which 10% or more of the records have “/No
Response/Unknown” and either correct/update the data or provide an explanation as to
why the data is not available.

To change a participant’s record so as to provide data on critical fields, click on the
Section II hyperlink. Once you have made the necessary changes, click on the Review

VUB APR Website User Guide 39
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and Submit tab to resubmit your data. If you are unable to update all data, enter an
explanation in the text box.

Review and Submit
Critical Fields Verification Report

Your funded/served explanation has been saved and will be reviewed by TRIO.

Step 3 - Critical Fields Verification Report
TRID has identified the following fields as critical. TRIC would like t0 ensure a minimal number of "Mo ResponsefUnknown” entries. In
most cases these are valid responses, howewer, high percentages ofthese responses are not desired. The table below lists the critical
fields and the numhber and percentage of participants with a ‘Mo ResponsefUnknown' entry in that field.
Flease pravide data for these critical fields for as many participant as possible. If you have critical fields with a high percentage of"MNa
response/Unknown”, we recommend correcting the data offline and uploading the corrected file. You may return to - 1|l to update any
fields with a "Mo ResponselUnknown” entry.

You have 590 participant records.

Mumber with
Field Mame Mo Response/Unknown Percent
a Student DCB 0 records 0%
22 First Project Service Date 0 records 0%
26. Participant Status 0 records 0%
8. Acad.mprovment on Standardized Test 0 records 0%
an. Last Project Service Date 2 records 1%
T First PSE Enrollment Date 0 records 0%
44, First CerificateiDiplama Date 0 records 0%
46. First Aszociate Degree Date 0 records 0%
43. First Bachelor's Degree Date 0 records 0%

Cortinue

6.4 Review and Submit - Step 4:

This page lets you display a printable PDF version of your APR through the “Funded
Rate” and “Critical Fields” reports. Click on Display Report PDF to view Sections I and
IT of the report. Print the file for your records. If your project presents issues needing
resolution in the Tier 2 data checks, you will have an opportunity to obtain an updated
PDF at the end of Tier 2.

If you do not already have a final copy of your data, or have made changes to the data
since you uploaded it, click the “Download Data” button to create an Excel spreadsheet
of the data you entered in Section II. Save this file to your workstation. Click on the
“Continue” button.
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Review and Submit
Step 4

Obtain a copy of the APR and Section Il data for your records.

The information obtained is intended for authorized users only. Disclosure of any information obtained for any
purpose other than for authorized use can result in criminal prosecution.

Obtain Annual Performance Report PDF

Click on |y Fey F 1o display a printable version of gection | ofthe APR: in PDF format. Adobe Acrobat Reader is reguired to
view the file. To download a free copy, go to the

Generate Excel file for Section Il - Individual Participant Data for 201415
You may obtain the paticipants you entered in Section Il - Individual Participant File for 2014-15 in an Excel file for your records.

To obtain the data, click the "Download Data" button. Then click on the file name to open the file or right click on it o save the file on
your PC.

Continue with the Review and Submit Process

6.4.1 Review and Submit - Step 5:

Click on the “Continue” button. The APR is not complete until the participant data
passes the second tier data checks. Instructions will display after you submit. No other
sections will be available after submission.

Review and Submit
Step 5

Click an the "Submit' button to submit your APR. You will receive an e-mail canfirming the submission of your APR.

Mote: vVou will he required to review the Tier 2 Mew Paricipant Verification report, Match to Prior report, Postsecondary Education
Enrallment Cohort Year repart, and the Cohort Comparison repart. All other sections will be unavailable for madification.

6.5 Submission with Tier 2 Data Validation — Step 6

After initial submission of the APR, the Tier 2 validation process compares the 2014-15
participant data with the VUB system of records. If this is your first year of funding,
your report is excluded from these data quality checks.

The second tier data checks include the New Participant Verification, Match to Prior,
Postsecondary Education Enrollment Cohort Year and Cohort Comparison reports.
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Review and Submit APR Submitted (with Tier 2 errors):

If Tier 2 data validation identifies errors in Section II of your report, the Review and
Submit Tier 2 page will display identifying the APR submission date. Please note that if
you make any changes to the participant data file, the participant data error report and the
Tier 1 and Tier 2 data quality reports will be re-run. If there are additional data errors,
you must correct these prior to resubmitting the APR.

Click on the “Continue” button to review the New Participant Verification, Match to
Prior, Postsecondary Education Enrollment Cohort Year and Cohort Comparison Reports
and begin the Tier 2 submission process.

Review and Subrnit
Tier 2

Section Il - Individual Participant Data File (Tier 2 Data Validation Errors)
four AFR Tier 1 was submitted on 0101172016,

Howewer, the Tier 2 data checks that compared your 2014-15 participant data with your 2013-14 data file indicated additional data quality
issues thatneed to be addressed.

You must correctthe errors and resubmit.

Clickthe "Continue" hutton to review the Mew Participants Werification repott, Match to Prior report, Postsecondary Education Enroliment
CohortYear report, and Cohort Compatison report and begin the Tier 2 submission process.

Coritiriue

6.6 Tier 2 Verification Reports

6.6.1 Tier 2 - New Participant Verification Report

This report compares the participants listed as "new" or “reentry” on the 2014-15 APR
with those participants listed on the 2013-14 APR. If you reported a participant on the
2013-14 file, that individual’s participation status must be updated for the current
reporting year.

New Participant Verification Report - (with errors)

The table below shows the participants listed as "new" or “reentry” for 2013-14 who are
also reported as such for 2014-15.

To correct a participant record, click on the student name hyperlink to return to Section
II. Here you can change the participant status code (field 26) to "continuing" or "prior-
year". Save each record and click “Back to New Student” to return to the Tier 2 report.
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In those rare cases in which you believe the prior year’s data was incorrect and the
current year’s data is correct, you must provide an explanation. Type the explanation in
the text box at the bottom of the screen. Click on the “Submit Explanation and
Continue” button to proceed.

Note — student names have been removed from the screen shot below. Your screen will
include the names of your students.

This report compares the paricipants listed as "new" ar "reentry” on the 2014-15 APR with those participants listed on the 2013-14 APR. I
you reported a padicipant on the 2013-14 file, that individual's patticipation status must he updated for the current year. (As explained in
the General Instructions and in Gaby Watts's letter, ifthe Department has remaved ane ar more of your older 2013-14 records from the
download file, you do not need to include the individual[s] in vour 2014-15 APR.)

The table below shows the paticipants listed as "new” or "reentry” for 2014-15 who were also reported as such for 2013-14. You must
update the status ofthe padicipant for the current reporing year to either "continuing” or"prior-year." Please note that a participant served
for any part of the 2013-14 reporting year (e.g., summer program hut not academic year) should he considered a "continuing” participant,
not a "reentry” one, in the 2014-15 APR (see definitions in the General Instructions).

To update the padicipant record, click the link on the participant's name to return to Section Il 'where you can update the participant's status
to a"continuing” or "prior-year" paticipant status. Save each record and click "Back to New Student” to return to the Tier 2 report.

Inthose rare cases inwhich you believe the prioryear's datawas incorrect (e.0., patticipantwas repotted as a new patticipantin 2013-14
hut did not actually receive setvices in 2013-14) and the currentyear's data is correct, you must pravide an explanation. Please note that
this type of reporting errar might impact your PE paints for the prior year. Type the explanation in the text hox atthe hottorn of the screen.
Click an the "Submit Explanation and Continue" button to proceed.

Page 1 0f1
Total number of participants reported as new both this year and last year: 1
# Participant's Name Participant Code Matched on
1 1=Mew Participant 35N
Page 1 0f1

Click on the “Submit Explanation and Continue” button. Y our explanation will be
acknowledged in the next report.

Tier 2 - New Participant Verification Report - (no errors)

If your file passes the New Participant review, you will see a screen similar to the one
below. Click on the “Continue’ button.
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Tier 2 - Submission Verification Reports

New Participant Verification Report

This report compares the paticipants listed as "new” ar "reentry” onthe 2014-15 APR with those paicipants listed on the 2013-14 APR.
A participant cannot be classified as a"new” or"reentry” during two consecutive reporting cycles. Ifyou reported a paricipant as "new” ar
"reentry” onthe 2014-15file and also reported him or her on the 2013-14 file, that individual's paricipation status must be updated for
the 2014-15 reparting year.

The "Mew Padicipant Yerification Report’ was not displayed, since none of the "new” or "reentry” participants listed onyour 2014-15 APR
ware also listed on your 2013-14 APR. Please continue to the next step.

6.6.2 Match to Prior Report

The Match to Prior report compares participants on your 2014-15 APR with the VUB
system of records for your project to ensure that you have included in your APR all
participants reported in your 2013-14 APR.

Mismatches: Grantees sometimes find in the MTP report a student who they know is
already in their 2014—15 APR. Often the explanation is that an earlier year’s record for a
student does not match the 2014-15 record because the latter has a change in SSN, date of
birth, or spelling of first or last name. The data below includes name, date of birth, SSN,
and date of first service for missing students so that you may more readily resolve any
confusion in records.

How to restore student records to your 2014-15 APR file: To restore any participants
listed below to your 2014-15 APR file, click the box aligned with the student's name;
then click "Update 2014-15 file." To add at one time all students listed on the page, click
"Check All on Current Page" before clicking the "Update" box. Once you have restored
records to your 2014-15 APR file, you should update the data fields for the affected
student(s).

Note — student names and SSNs have been removed from the screen shot below. Your
screen will include the names of your students and their SSNs.

I ————————
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ion Reports

Match to Prior (MTP) Report

This report compares the participants on your 201 4-18 APR with the VUB systern of records foryour project to ensure that you hawve
included in your APR all padicipants reported in your 201 3-14 APR, with the exception of any records that the Department may have
excluded; please see the General Instructions and Gaby Watts's letter for rmore detail. Those participants included in the 2013-14 report,
but not anyour 201 4-15 APR, are displayed below.

Mismatches: Grantees sometimes find in the MTF report a studentwho they know is already in their 2014-148 APR. Often the explanation
iz that an earlier year's record for a student does not match the 2014-15 recard because the latter has a change in 58N, date of birth, or
spelling of first or last name. The data below includes name, date of birth, date of first service, and, if availahle, S5k for missing students
so that you may more readily resolve any confusian in records.

Flease do not click the box to restore the record for a student listed below in the MTP report if you helieve you already have a record in
your 2014-15 APR for the student as this will resultin two records for one student. Instead cantact the Help Desk to have your 2014-15
APR"un-subritted”, so thatyou can change the identifeing data for the student (SSM, date of hirth, and spelling of first and last name) to
match the data in the UB systermn of recards (and displayed in this repart).

Flease do not change identifying data for students reported in the prioryear's APR, even ifthe identifying data has errors. Forthe sake of
the WIUB systern of records, it makes no difference if a student's recard has misspellings or an inaccurate S5M as long as the recaord
remmaing the same from yvear to year, moreover, the APR includes a field introduced in 2013-14, Padicipant's Narme Change #50), which
allows grantees to record name changes without disturbing cantinuity in established identifying data.

How to restore student records to your 2014-15 APR file: To restore any participants listed helows to your 2014-15 APR file, click the hox
aligned with the student's name; then click "Update 201 4-15file" To add at ane time all students listed on the page, click "Check All an
current Page” before clicking the "Update” bhox. Once you have restored records to your 2014-15 APR file, you will need to update the data
fields far the affected student(s).

Prev Page|1 |V |of43
Total participants in the VUB system of records not listed in the 2014-15 submission: 848

” ::m;ipam DOB SSN pg;;;“;gme Check Al an Current Page
1 09/08/2010 L
2 04/08/2009 O
3 061172013 E
4 1062572012 B
5 10/10/2007 O
B 071182011 L
7 0470972014 F
3 1272202008 L
] 12606£201 2 Ll
10 02f27/2008 [l
1 01/02r2009 F
12 02f28f2011 B
13 011772012 O
14 0101772012 O
15 011562013 E
16 03/032009 O
17 0960152010 E
18 021772006 Ll
19 021202013 =
20 05f0372012 E

Update 2014151l |

Prev Page|1 ¥|of43

To add the participants, click “Check all on current page” or click on the box for each
participant that you want to add to your file. Then click on “Update 2014-15 file." This
will return you to Section II and allow you to update the participant records. After
updating participant records, click on the “Go Back to Tier II Verification Report”

button.
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Tier 2 — Match to Prior Report - (no errors)

After adding all the students back to the 2013-14 file, you will see a screen similar to the
one below when you return to Tier 2 — Match to Prior Report.

Tier 2 - Submission Verification Reports

Match to Prior (MTP) Report

The web application runs this reportwhich compares the participants onthe 2013-14 APR with the ¥UB systern of recards for your
projectto ensure thatyou have included all participants on the 2014-15 file. Your 2014-15 data file has passed the MTP verifications.

Cortinue

Click on the “Continue” button.

6.6.3 Postsecondary Education Enroliment Cohort Year Report

The Postsecondary Education Enrollment Cohort Year report compares the data
provided in field #38 (PSE enrollment cohort year) of the 2014-15 file with the VUB
system of records for your project to ensure that all the participants’ PSE enrollment
cohort year data (field #38) in your 2014-15 data file matches with the VUB system of
records.

Mismatches: Check your records carefully for participants listed in the report—
particularly for first and last names, SSN, and data of birth you provided in each year the
individual appeared on your file. Remember that, if you changed the participant’s
identifying data (name, SSN, and date of birth) in this year or an earlier APR, the VUB
system of records may not match to the correct record for the participant; you may
therefore be prompted to accept an incorrect cohort year. If you suspect that you are
being prompted to accept an incorrect cohort because of a matching problem, please
change the identifying data in your 2014-15 APR to match the data you provided in your
2013-14 report. If this does not resolve the problem, please contact the Help Desk.

How to accept cohort values from the UB system of records: Depending on the
specifics of the participant’s record, either you will be able to check a box to accept the
value in the VUB system of records, or you may select among 8888, 2014, or 9999 in a
dropdown menu. To select all individuals listed on the page, click “Check All on Current
Page” before clicking the “Update” box. The Web application will then automatically
update the participant’s records in your file to match that of the VUB system of records.

In situations in which you are selecting among 8888, 2013, 2014, or 9999, if you select
an option that generates a data validation, the Web application will provide a link to
return you to the “Table View” so that you may update your data.
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Note — student names and SSNs have been removed from the screen shot below. Your
screen will include the names of your students and their SSNs.

Tier 2 - Submission VYerification Reports

Postsecondary Education Enrollment Cohort Year Report

Acohortyear can be set for a padicipant only when he or she has completed the YUB program in one project yvear (for example, 201 2—
13y and enralled in a pragram of postsecondary education by the end ofthe next praject vear (in this examnple, by the end of project year
2013-14). The Pastsecaondary Education Enrallment Cohort Year Report compares data on cohart vears ifield #38) inyour 2014-19 APR
with data in the WUB systern of records. The systern's data appears in the download file available in the "Gefting Started” step ofthe APR.
(Background information on cohortvalues appears in field #38 itself and in the General Instructions.)

s [fvalues of 2008—14 or 89999 for any padicipant in the WUB systerm of records differ from data in wour 2014-15 APR for that
paticipant, his or her name will appear in the cohort report below.

» [fthe value inthe ¥UB system of records is 8888 for any of your participants, your 201 4-15 APR value for that individual must be
3888, 2014, 2014, or 9989; if any other value appears for the paricipant in vour APR, his or her name will appear in the cohort
report.

The Department established cohartwalues in the YUB systerm of records based on data in grantees' 201213 and 2013-14 APRs; code
2014 walues were established for some paticipants, but mare individuals in this cohort will be first identified in the 2014-15 APR. The
Department is naot considering any changes to cohortyears and the 9999 code in the YUB system of recards. Thus, for all discrepancies
between the system of records and your 2014-15 APR involving walues of 2012—14 or 9998, please accept the walue in the calumn ™LIB
Systerm of Records' PSE Enrallment Cohort ¥ear." For cases inwhich the WUB systermn of recards has a cohortvalue of 8888 while your
2014-15 APR has awvalue otherthan 8888, 2014, 2015, or 9999, the paricipant's name will appear along with a dropdown menu that you
must use to accept one ofthose four options for the pardicipant.

(Mote: As explained inthe General Instructions and Gaby Watts' letter, the Department dropped from the YUB system of records, and
from the download file, all records with a cohort walue of 2222 [Completed the WUB program and enrolled in postsecondary education
priorto the 2008-09 project vear]. While projects are free to restare any record with 3 value of 2222 ta their 2014-15 APR, these records
will not be reflacted in the Caohort Year repart)

Mismatches: Checkyour records carefully for participants listed in the repon—paricularly for first and last names, SSMN, and data of birth
wau provided ineach vear the individual appeared anyaour file. Remeamber that, if you changed the padicipant's identifying data (name,
S5, and date of birth) in this year or an earlier AFR, the YIIB systern of recards may not match to the correct recard for the participant,
wou may therefore he prompted to accept anincorrect cohort year. Ifyou suspect that you are heing prompted to accept an incorrect
cohort because of a matching prohlem, please change the identifying data inyour 201 4-15 APR 10 match the data you provided in your
2013-14 report. Ifthis does not resolve the problem, please contactthe Help Desk.

How to accept cohort values from the UB system of records: Depending on the specifics ofthe paricipant's record, either yau will be
able to check a hoxto accept the value in the WUB systern of recards, oryou may select among 8888, 2014, 2015, or 9989 in a dropdown
menu. Ta select all individuals listed on the page, click"Check All on Current Page” hefare clicking the "Update” hox. The Weh
application will then automatically update the paticipant's records inyour file to match that of the VUB systern of records.

In situations inwhich you are selecting among 8888, 2014, 2015, or 9984, ifyou select an option that generates a data validation, the
Web application will pravide a link to return you to the "Tahle View" so that you may update your data.

FPage 1 of1
Total students on the 2014-15 data file whose PSE Enrollment Cohort Year is different from that in the YUB system of
records: 1

WUB System 0f Recerds’ por oo imant cohort

# Marme SEMN FPSE Enrallment Cohart Yearin 14-15 APR Chedd All on Current Page |
Year
1 2008 98499 ]
Update PSE Cohart Year on 2014-15 file|
Page 1 of1

Obtain PSE Enrollment Cohort Year Report PDF
Click on to display a printahle version of the reportin POF format. Adobe Acrohat Readeris
required ta view the file. To download a free copy, go to the
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To update the participant’s PSE cohort year, click “Check all on current page” or click
on the box for each participant that you want to update to your file. Then click on
“Update PSE Cohort Year on 2014-15 file." This will return you to Section II and allow
you to update the participant records. After updating participant records, click on the
“Go Back to Tier II Verification Report” button.

Tier 2 — Postsecondary Education Enrollment Cohort Year Report - (no errors)

After updating the PSE enrollment cohort year (field #38) to the 2014-15 file, you will
see a screen similar to the one below when you return to Tier 2 — Postsecondary
Education Enrollment Cohort Year Report.

Tier 2 - Submission Verification Reports

Postsecondary Education Enrollment Cohort Year Report

The Weh application runs this report after you add and update any student records required by the Match to Prior report; those individuals
then become part ofthe 2014-15 file. This report compares the data provided in field #38 (PSE enrollment cohort vear) of the 2014-15file
with the VUB system of records for your project. In the case of your project, all participants' PSE enrollment cohort year data (field #38) in
yaur 2014-14 data file matches the WUB system of recards.

Continue

Click on the “Continue” button.

6.6.4 Cohort Comparison Report

The Cohort Comparison Report compares the number of participants with various values
for field #38, Postsecondary Education Enrollment Cohort (VetPSECohort), for both the
VUB system of records and your 2014-15 APR data file. A cohort year can be set for a
participant only when he or she has completed the VUB program in one project year (for
example, 2012—13) and enrolled in a program of postsecondary education by the end of
the next project year (in this example, by the end of project year 2013—14). Along with
the Postsecondary Education Enrollment Cohort Year Report, the Cohort Comparison
Report helps to ensure the accuracy of your cohorts and to reduce instances in which a
project creates more than one record for a single participant.
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Tier 2 - Submission Verification Reports

Cohort Comparison Report

The Cohort Comparison Report compares the number of paricipants with various values for field #38, Postsecondary Education
Enroliment Cohort (YetPSECahor), for hoth the YUB systern of records and your 2014-15 APR data file. A cohortyear can be setfor a
participant anly when he ar she has completed the YUB program in one project year {for example, 2012-13) and enrolled in a program
of postsecondan education by the end of the next project vear (in this example, by the end of project vear 2013-14). Along with the
Postsecondary Education Enrollment Cohart Year Report, the Cohort Caompatison Repott helps to ensure the accuracy of your cohors
and to reduce instances in which a project creates maoare than one record for a single paricipant.

The Department used data from your earlier APRs to arrive at cohortwalues in the YUB system of records, as shown in column 2 ofthe
table below. Fossible cohortvalues for this column include 2008—15, 3888 {Has notyet enrolled in postsecondary education program;
timeframe allows potential for cohort), and 9999 {Does not qualify for a cohort). Cohortyear 2012, for example, includes padicipants
who completed WUB in one project year and enrolled in PSE no later than the next project vear and within the period August 1, 2012—
July 31, 201 3. The method used for calculating cohortvalues is discussed in the General Instructions. These values were included in
the file you were advised to download in Section [l of the Web application. The numbers in column 3 reflect vour 2014—15 APR data.

Once established, specific cohort vears will not be adjusted in lateryears. The most recently established cohortis 201 3; because twao
projectyears are involved in setting cohorts, and because cohortyvears extend from August 1 to July 31 and thus do not align exactly
with project vears, membership in cohort 2014 will not he complete and established until data fram your 2014-15 APR has been
processed.

» Forcohortyears 2008 through 2013, column 3 must equal column 2.

» Forthe 2014-15 repoding year, for cohartvear 2014, the number of padicipants may increase, but may not be lower than the
number in column 2.

« Forcode 9999 aswell (Does not gqualify for a cohort), the number of padicipants may increase, but may not be lower than the
number in column 2.

&« Forany paticipant coded 8888 (Has notyet enrolled in a postsecondary education program; timeframe allows potential for
cohary in the download file, in the 2014-15 APR the project may code the padicipant in one of four wavys: again 8888; 2014,
2015; or 9989 (Does not qualify for a cohort).

Column 3 must he populated accordingly with data from your 201 4-15 APR. Should you see an error message in this report, you will
need to correct the cohort value(s) in question before completing the APR.

Mote: As explained in the General Instructions and Gaby Watts's letter, the Department dropped from the WUB systern of records all
paricipants with a cohortwalue of 2222 grantees are free, however, to restore any ofthese records. Ifyour project's 201415 APR
includes one or more records with a cohortwalue of 2222 itwill appearin the section below, "Additional Information for Field #38"
since these records did not appear in the download file, no comparison is made.

Far further infarmation on PSE enrollment cohorts, see the discussion of field #38 in the General Instructions.

Compatison of Yalues for the Postsecondary Education Enrollment Cohort (field #38)
Data inthe YUB Systern of Records vs. Your 2014-15 APR Data

Cohort Year for Mumber of Paticipants in

FPostsecondary Education Cohort Year According to Mumber of Patticipants in Cohaort
Enrollment {etP SECohort) WUB System of Records Yearin Your 2014-15 APR Data File
2008 31 el

2009 4 4

2010 51 a1

2011 50 a0

2012 100 100

2013 4 4

2014 22 22

9999 114 114

Additional Information for Field #3828

Cohort Year for Postsecondary Education Mumber of Participants in Cohort Year Mumber of Paticipants in Cohort Year in
Enralliment (FSECohort) According to VUB Systermn of Records Your 2014-15 APR Data File

2015 INiA 1]

2222 Ry 1]

ga88 100 100
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Click on the “Continue” button to proceed with the APR submission.
The Funded Rate and Critical Fields reports from Tier 1 will be run against any changes
made in Tier 2. These reports are explained in more detail in Sections 6.2 and 6.3.

6.7 Review and Submit — APR Submitted

Once you have successfully made the changes required for Tier 2 validation the
following screen displays acknowledging your APR submission is complete:

Review and Submit
Tier 2
APR Successfully Submitted!

Your padicipant data file has passed the data quality checks or vou provided explanations. Mo additional changes to vour padicipant data
file are reguired. Your APR will now be accepted provided vou upload a signed copy of Section | of the APR.

Upload Section | Signature Page

Click on the Here for a printahle wersion ofthe signature page in PDF Format. Adohe Acrobat Reader is required to wiew the file. To
download a free copy, go to the z

Please upload your section 1 signature page in pdf, gif, or jpg format.

LIse the Browwse button to select the file or twpe the file name and directary path in the box helow.

File to Upload

Hote: Ve will verify that the document vou uploaded is a signed copy of Section | of vour APR. We will contact you via email if we find any
problems with the document you uploaded.

Foryaur records, we stronghy advise that you keep in your files (1) Section | with the ariginal signatures, {2) the Excel file {available
below) comprising vour individual participant records, and {3} a copy ofthe POF that you may also obtain below. The PDF includes three
important components: your Section | data, the data validation reports, and yvour individual Prior Experience paints repor.

Ohtain Annual Performance Report PDF

The final FDF format ARPR report for your grantee has been generated in our systern. Please click on the PDF file name to display a
printable version of your APR submission in PDF format or right click an it to save the file on vour local PC. Adobe Acrobat Reader is
required to views the file. To download a free copy, go to the !

Generate Excel file for Section |l - Individual Participant Data for 201415
Click the "Download Data” button to obtain an Excel file of the individual padicipants records (Section Il of the APR).

Once your APR has been successfully submitted, no additional revisions are needed. If
you provided an email address in Section I, a confirmation email will be sent.

To print a copy of the APR, including the Section I signature page, click on the
PO47VYYXXS9 2014-15 final.pdflink. The APR will display as a PDF. Print the first
page, collect the required signatures and you can upload it in the APR. (This PDF will
provide information and reports updated from the PDF available at the end of Tier 1,
which included only the Funded Rate and Critical Fields reports.)
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Adobe Acrobat Reader is required to view PDF files and can be downloaded from the
Adobe site via the hyperlink on this page. Once the PDF is displayed, select “File-Print”
from the menu or click on the printer image.

To download an Excel version of the 2014-15 data file, click on the “Download Data”
button. A blue hyperlink file (e.g. PO47VYYXXS9 2014-15 final xlsx) will appear on the
screen.

To open the file in your browser window, click on the hyperlink.

To save the file to your desktop, right click using your mouse and select the “Save Target
As” option. Select a location on your desktop (e.g., My Documents) to save the file.

Upload Section I signature page:

Click on the ‘Here’ hyperlink for a printable version of the signature page of Section 1. After you
have obtained the signatures, please upload this page in the APR site. TRIO help desk will verify
that the document you uploaded is a signed copy of Section I of your APR and will contact you
via email if there are any problems with the document you uploaded.

Click on the “Log Out” button to end the session and return to the UB/UBMS/VUB main
page. No further revisions to your file can be made.
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